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hds regulation preseribes the policies and procedures gwm:ning____-.
“ne promction of £ll persomnel in 0SI, including clerlcal,
hnindstrative and professional employaea.

it ie the intent of the promotion poliecies of 0SI to recognize
carit and to attreet, encourage the development of, and retain

high callbex sclontific intellipence officers and suppm’&’.iregg
vapsormel,

POLICIES

it shall be the findamental policy of 0SI to promots fyom within
and laterally empley new personnel only when there are no employees
available within 0SI who possess the demcnstrated development
sotential and cualifications to assume and accomplish the dutlss

=f a higher position.

Fromotion smn be depesndent upon the following four factors:

{1} Exletance of e suitable vacancy, Le., a job of a hirher
rrade, or o fob thel will audit to a higher grade in terms
of the level of difficulty end responeibility actuslly
beine perforned,

e,
Dy
Yt

Hork performsnce betier than satisfactory or geod, i.c.,
very peod to oulstending.

{3) Coempleticn of a minimm %ime in grade, (See paragraphs
2.¢, and d., page 2.)
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{4} Complete qualifications of the individusl for the grade or
Wacancy recorgended, ineluding:

{a) Maturity and judgment

{b) Educational background and/or experlence

{0) Devalopment poten

‘d) Demonstrated leadership or superviscry characteristics »
12 required by the position

“he vecormending erd epproving authoritiss will use the folloving
iable as a guide in determining the minimym time im prade for an
smployes whose work performance and development potential arve adjudged
“c be outstanding. Employess vhose work performance and developnent
aoteontial are adjudred to be very good or exzcellent are expacted o
sarve a longer time in grade, ‘

rade to Whish Promoted
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#  The above minimm time in prade will be waived only in the ovent of
whe following:

{1) Unilruely outstanding work performance of great credit to the
Agency that cammot be awarded by "inwgrade morit incrense®
wnder the Agency Incentive Awards Program,

{2} Domonstrated work performance which positively establishes
that an employee has been employed by the Agency at a grade
that is inferior and not commensurate with his with kie
gualifications,

@ The approving authority will insure that uny employee promoted to
w14 and above merits the promotion above 21l other employees in
the office of comparable grade in accordance with the criteria
defined inpperographs 2.b. and ¢,, above

#  An employes sball not be penslized from the standpoint of premotiecn
bacanse he or she oeccupies a carser deovelopment slot or is under-
going treining away from hils or her reogularly assipmed dutles.
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3. HESPONSIBILITIES

4D/SI is responsible for the final office approval of sll promotion
aetions to prede GS-12 and sbova.

DAD/SI 1s responsible for the final office approval of all promotion
netions to grade GS-11 and below.

s lach Division and Staff Chief is responsible for the ecultable
mdministration of promotion actlons within his unlt in accordance
with this regulation.

;1) He will insure that each member of his unit is accnainted
with Office promotion policles and understands his or her
opportunities for advancement in prade.

il

{2} He will initiate promotion actions for members of his unit
when appropriate and inpure that the employee involved is
informed of the action teken within OSI on his or her
pramotion, (Sao paragrapb 4.e.)

e
e

“xacutive/SI 4s responsible for:

{1) Periodic roview of the Office promotion policies to inmare they
are consistent with Agency policies and DD/I area practices,

i2) Detailed reviow of rromotion practices and time in grade data
on all employees within 0SI at least once sach yeer to lasure
aquiteble adninistration within the Office.

shiof, Administration Branch is responsible for:

{1} The expeditious proceseing of all promotion actions,

{2) The meintonance and presentation of adequate personnsl
information and statlestics necessary for the reviewing
of recommended promotions and the perlodic audit of Office
prenotion pelieies and practices.

73}  Adviaing Executive/SI of any deficiencies in Office
rromotion policiss and practices on a contimiing basis,

4. 111 recommended promotions for persemnel supervised by the
“Avision and Stoff Chiefs will be submitted in memorandum form by
‘e unit ehief invelved to DAD/SI, through Chief, Administration
“wanch, including the following informatiomn:
3
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(1) A briof statement as to why the promotlion recommended is
justified wmder the policiss prescribed hersin, including
spocific reference to significant work accomplished by the
employse,

{2) A Uriof statement of the careocr dovelopment plans for the
employees if ha or she has a profesasional classification.

{3) A araft position deseription of the job to which the
amployee is being promoted 1f such a position dsscription
hags not slready becn drafied and processed.

hief, Administration Branch will prepere the background persommel
data on the promotion action necessary for its review and submit
the promotions

{1} To the next regularly scheduled meeting of the 0SI Carecr
Service Board if the promotion is to GS-12 orsove., The
rocormendation of this Board will be submitted to AD/SI for

final approval.

{2) To the DAD/SI's Promotion Board if ths promotion ie to
G5-11 and below, The recommendation will be reviewed by
this Board within ten days after receipt by Chief,
Administration Branch. ‘

. DAD/SI's Promatien Board will consist of the following memberss

DAD/ST—Chalrman

Exacutive/sI : .

One Division or Staff Chief, desigmated by the Chairman
Chisf, Administration Branch-~Secretary

This Board will meet on call of the Chefirman to review and advise
im on promotion actlons to GS-11 and below,

Recommended promotions of Division and Branch Chiefs will be submitted
yy DAD/SI directly to AD/SI in memorandum form including the informo-
idon outlined under pasragraph 4.a., above,

Promotion sctions approved by AD/SI (GS~12 and above) and DAD/SI.
{GS-11 and below) will be promptly submitted to the Persommel Office
by the Chief, Adminlstration Branch, Chief, Administration Branch

#1131 notify the originstor of the promotion action when the action
is forwarded to the Persomnel 0ffice,

4
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